REDBRIDGE TUITION SERVICE

	Job description 


	Job Title
	Caretaker-Multi Site

	Service area
	Education
	Hours 
	36 hours per week.

52 weeks per year.

	Team 
	Premises
	Annual Leave
	
	Grade
	5

	Reports to
	  Head of PRU/Group Business Manager
	Post to be 

Re-evaluated
	 No

	Responsible for (include people and resources)
	Building & Grounds Maintenance

Stock Control

Health & Safety

Minor maintenance and repairs

Building Security/some cleaning


	Purpose of Job

	· To have responsibility for the multi-site management of premises for the group of PRUs.

· Security of buildings

· Maintenance
· Major and minor carpentry works

· Resources
· Organisation and Supervision

	Major duties and responsibilities

	· To lock/unlock sites as directed
· Undertake security checks and identify security risks

· Operate and respond to alarm systems where appropriate
· Liaise with police, security companies

· Provide emergency access to the school site

· Monitor fire safety equipment and carry out fire drills

· Undertake appropriate repairs e.g. redecorating and fixing

· Undertake all carpentry related works on all three sites

· Be prepared to undertake carpentry at other sites on a commercial basis

· Organise, (including costing) of minor decoration programmes as agreed with Headteacher.

· Be responsible for the operation of preventative planned maintenance programmes and for routine inspections of all three sites, fixtures, fittings, furniture, premises and grounds to assess for repairs required to be carried out to maintain safe site conditions.

· Operate and maintain heating and lighting systems.

· Oversee and monitor the PAT testing and maintain records.

· Undertake regular site inspections at 3 sites and identify and record action plan for repairs and maintenance.

· Identify defects and record repair and maintenance requirements.

· Collect and assemble waste for removal.

· Undertake emergency and specialist cleaning tasks.

· Undertake cleaning duties such as graffiti removal, litter picking

· Co-ordinate deliveries

· Monitor performance of contracts against specified standards

· Coordinate work of cleaning staff 

· Ensure that high standings for caretaking, cleanliness and hygiene are achieved at all three sites.

· Ensure that pathways and all other external hard surface areas are kept clean, free of litter and weeds at all three site.

· Advise Headteacher on matters relating to energy control and conservation
· Contribute to planning development and organisation of estate management policies.

· Maintain records in relation to the proper safety of the buildings and grounds, including equipment

· Maintain a purposeful orderly and productive working environment

· Assist in safety audits of the premises and contribute to relevant risk assessment activity.

· Promote and ensure the health and safety of pupils, staff and visitors in accordance with appropriate health and safety legislation at all times.

· Provide specialist advice (particularly in relation to carpentry) as required

· Portering duties

· Monitor and manage stock within an agreed budget and maintain stock records

· Supervise cleaning contractor in accordance with specification

· Organise safe and healthy transportation of school meals 

· Liaise with line manage and attend meetings as required

· Comply with health and safety policies and procedures at all times

· Promote and ensure the health and safety of pupils (staff and visitors) at all times

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality reporting all concerns to an appropriate person.

· Contribute to the overall ethos / work / aims of special education provisions.

· Present a positive personal image, contributing to a welcoming school environment, which supports equal opportunities.

· Provide cover and supervision for all NRHG sites as directed by the Headteacher

· To be a member of the NRHG 

	Checked by
	 Head of Redbridge Tuition Service
	Date
	Sept 2020 


	Person specification


	Job Title
	Caretaker Multi-Site

	Service area
	Education
	Function 
	

	Team 
	
	Post number
	
	Grade
	5

	Method of candidate assessment:  A = Application Form     1 = Interview     T = Test 

	 
	D-Desirable
E-Essential

	Education and Qualifications: 

· To hold a trade qualification (e.g. electrical/plumbing/carpentry)

· To have GCSE level in Literacy and Maths
	E
E

	Experience:

· To have caretaking experience in a similar environment

· To have experience in decorating, repairs and general maintenance, as well as appropriate trade.
· To have specific carpentry experience

· To have site security experience.

· To have a good understanding of cleaning methods

· To have a clear understanding of The Health & Safety at Work Act.
	E

E
E

D

D

E

	Skills:

· To be able to co-ordinate and direct site workers.

· To be able to operate equipment (including use of height equipment) 

· To be able to climb ladders.

· To be able to competently use a variety of both power and hand tools.

· To have the ability to plan, organise and prioritise to meet deadlines.

· To be able to work unsupervised.

· To keep clear methodical records.

· To work safely in an environment with young people.
· To organise workloads and schedules efficiently

· Knowledge of COSHH regulations
	D

E

E

E

E

E

E

	Knowledge: 

To have a clear understanding of all health & safety issues.
	E

	Other job requirements:

To be versatile and flexible being able to cope with new or unexpected circumstances.

Driver’s Licence
	

	Checked by
	Cherie d'Abbro, Head of Redbridge Tuition Service
	Date
	Sep 2014


